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Chapter 1: Purpose

The purpose of this document is to provide the user/traveler, the AO, and the Finance Defense Travel
Administrators (FDTAs) and Budget Defense Travel Administrators (BDTAs) with an overview of the
process for preparing Defense Travel System (DTS) travel authorizations in the current fiscal year for
travel that starts in a new fiscal year, or for trips that begin in the current fiscal year and continue into a new
fiscal year. This guide should only be used when travel meets these criteria.

Note: The procedure for Line of Accounting (LOA) rollover are contained in the Guide to Establishing
LOAs and Budgets for the New Fiscal Year.
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Chapter 2: Overview

Preparing DTS documents for travel that occurs in a new fiscal year or crosses fiscal years requires a
specific process as described in this guide. The fiscal year for the Department of Defense (DoD) begins on
1 October and ends on 30 September of the following calendar year. Travel that begins on or after 1
October and requires authorization and reservations prior to 1 October is considered to be travel that occurs
in a new fiscal year. Travel that begins 30 September or before, and ends 1 October or after of the same
calendar year is considered to cross fiscal years.

Note: Organizations using No-Year or Multi-Year funds should refer to Chapter 8 of this document.

2.1 Reference Materials

The following documents provide additional supporting information on the fiscal year process:

Document Available From

DTS Defense Travel Administration Guide http://www.defensetravel.dod.mil/Training/DTS/
(Manual) TrnMat.cfm#4

DTS Financial Field Procedures Guide http://www.defensetravel.dod.mil/Sections/
RL_DocLib.cfm

Guide to Establishing LOAs and Budgets for http://www.defensetravel.dod.mil/Docs/
the New Fiscal Year (FY09 to FY10) Establishing LOAs_for the New_ FY.pdf

2.2 Shutdown Periods

Each accounting system that interfaces with DTS shuts down for a period of time starting in Septem-
ber. A list of the shutdown periods is published and announced via a Customer Service Notification
(CSN). DTS shutdowns are never planned to occur during the fiscal year cross over period.

Authorizing Officials (AO) are advised to refrain from approving authorizations during the shutdown.
Any documents that are approved during the shutdown will simply be held at the Global Exchange
(GEX) Financial System; processing should be done before the shutdown to accomplish any needed
transactions for the traveler.

Chapter 3: Travel That Occurs in a New Fiscal Year

This chapter provides guidance to the traveler, AO, and FDTA/BDTA for creating DTS authorizations in
the current fiscal year for travel that starts in a new fiscal year.

Example: The traveler creates the travel authorization on 15 September (current fiscal year) for travel that
starts 1 October or after (new fiscal year).

Travel arrangements can be made for the entire trip; however, General Services Administration (GSA) City
Pair flights will only be available for FY 10 after the airlines enter the GSA contract award information into
their Global Distribution System (GDS) and the DTS database is updated. These actions typically occur in
September, and a DTMO CSN will be issued when the information is available in DTS. Travelers making
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flight arrangements prior to the awarding and loading of the new contracts will not be able to access GSA
City Pair fares. This occurs in non-DTS situations as well, and local business rules used in past years
should be reviewed for applicability.

Note: Sites may want to consider using some of the crossover trip strategies outlined in Chapter 5.

Generally, authorizations created in DTS for travel that begins in a future fiscal year should not be stamped
APPROVED by the AO until the FDTA/Budget DTA (BDTA) establishes both the new fiscal year LOA(s)
and funding for the budget(s) in DTS.

Note: Funding for a new fiscal year is made available by a funding authority external to DTS.

Note: All organizations have the ability to approve new fiscal year travel documents in the current fiscal
year. DTS will hold the new fiscal year obligation transactions until the accounting systems are ready to

receive the transactions. This facilitates applying the Tickets Are Waiting (TAW) date for the Commercial
Travel Office (CTO).

For travel that requires ticketing before the AO can approve the document in DTS, and new fiscal year
funding has not been approved, the traveler should follow local business rules for approving transportation
with verbal approval. The verbal approval allows the CTO to ticket the transportation already booked in
the DTS Reservations Module, which then updates DTS with the ticketed information. The Transportation
Officer (TO) typically provides verbal approval; however, this may vary by site. The AO is still required to
digitally approve the document after new fiscal year funding is made available.

3.1 Steps for Creating an Authorization for Travel in New Fiscal Year

This section explains how to manage a travel authorization created in the current fiscal year for travel
that starts in a new fiscal year.

Example: Today is 15 September (current fiscal year) and the traveler creates an authorization for
travel that starts on 5 October (new fiscal year).

1. Create the travel authorization in DTS (i.e., enter itinerary, make travel reservations, and enter the
associated expenses for the trip). Note: GSA City Pair availability for dates in FY09 is dependent
on the awarding and loading of the contract into the reservation system. These fares may not show
up for FY09 travel until sometime in September. See Chapter 5.

2. Prior to signing the document, the following must occur:

e From the Accounting screen (Figure 3-1), select an LOA for the new fiscal year. If the current
fiscal year LOA exists by default, remove the current fiscal year LOA. If a new fiscal year
LOA is not available (i.e., the FDTA has not loaded the new fiscal year LOAs into DTS), leave
the LOA selection blank. Leaving the LOA selection blank, in this instance, is acceptable.
This triggers an advisory that an LOA has not been selected by displaying: “No ACCT CODE
Assigned” (Figure 3-2).
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Logged In As: ERIC T CARSON Document Mame: ECKANSASCITYMO92108_AM Screen ID: 1067.1
Traveler Mame: ERIC T CARSON Document Type: Authorization
% DEfense Travel System Itinerary  Travel ExpenseMddmonal Options  Review/Sign
A New Era of Government Travel
[ rerurn 1o wisr | Trip Totals

Select the appropriate accounting code for this trip. If there are multiple

accounting cedes that are reguired for this trip, please select all that 08 DEFAULT
apply. Category Actual
COM. CARR.-I : $758.50
Start Date: 18-5ep-08
artba P LODGING : 51,854.00
End Date: 06-Oct-08 MEIE & 5906.50
Accountin T 5 o0
& . o Other Accounts Available - From DTMOCSD ZTi 28 L1
Label:
Shared LOA: ---Select to Add--- hd 08 DEFAULT 5ub 53,559.00 53,559.00
Total:
Cross Org LOAz| ---Select to Add--- w
Calculated Trip P o n
Selected Accounting Code(s) Cost: 53,559.00 §3,559.00

ve an accounting code that does not apply to this trip, s
remove link corresponding to the accounting label to be removed.
Please make sure the LOA's assigned have costs allocated to it.

Accounting Label Organization VieviEdit Remaove
3 8 Acctg Code
08 DEFALLT DTMOCSD > vigw/ > rEmove

Figure 3-1: Accounting Screen

The following are provided for advisory purposes only

1. Aduisory Advisory Description “Help:
# MO ACCT CODE ASSIGNED + MO L NE OF ACCOUNTING (LOb ) HAS 3EEN SZLZCTED OM TH S 20CIMENT. THIS DOCUMEMT

CANRO™ EE 4PPROVED URTIL AT LEAST CONE LOw HaS BEEM SELECTED ARD &_L EXPZMSES HAWE
BEEM ALLOCATED T AR LOa,

Figure 3-2: Advisory- No ACCT CODE Assigned

»  The user/traveler needs to provide comments to the Routing/Approving Official before signing
the document. The traveler will need to go to the Preview Trip Screen (Figure 3-3). The
traveler should enter comments to the Authorizing Official (AO) that are similar to the follow-
ing text:

“Travel is for next fiscal year. Do not approve until funding becomes available.”
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Logged In As:  ERIC T Carson Document Mame: ECLOUISVILLEKO9Z108_A01 5creen 1D: 1064.5
Traveler Name: ERIC T Carson Document Type: Authorization
% Defense Travel System Itinerary Travel Expenses Accounting Additional Options XN E)
A New Era of Government Travel
RETURN TO LIST MW Other Auths.  Pre-Audit Digital Signature
Print Document
Review the details for this trip below. To make edits, click on the links at the left to return to that section. If you have no changes proceed to

Other Authorizations.

Dol mandates split disbursement for transportation, lodging and rental car expenses. Click here for memorandum

Reference Information

Reference:

Document Comments

=l
Comments to the Approving Official:

[ /|
Comments from the Travel Agent: Mong
The e of a Government-Contracted Commercial Travel Office (CTO) to arrange official travel is mandatory. If the contracted CTO is not

ake official travel arrangements, the traveler must provide a statement in detail as to exactly why the CTO is not available or
otherwise not being used.

Figure 3-3: Preview Trip Screen

3. Proceed to the Digital Signature screen to Sign the document. After the document is signed, the
CTO confirms the travel reservation(s) and the normal routing process continues.

4. The AO must hold the document for approval until notified by the FDTA/BDTA that new fiscal year
funding is available and loaded in DTS. See Section 3.2 for steps when funding becomes avail-
able.

3.2 Steps for Approving an Authorization When New Fiscal Year
Funding is Available

When the new funding becomes available, the FDTA/BDTA must establish the new fiscal year LOA(s)
and Budget Item(s) in the DTS Budget Module. This process is explained in the DTS Guide to Estab-
lishing LOA(s) and Budget(s) for the New Fiscal Year document, located on the DTMO Website
(www.defensetravel.dod.mil).

After the FDTA/BDTA completes this process, the AO can approve the authorization in DTS even if
the accounting system is not yet ready to process transactions. Since DTS will hold the new fiscal year
obligation transactions until the accounting systems are ready, the AO has the ability to approve new
fiscal year travel documents in the current fiscal year.
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Once the authorization has electronically routed to the AO, the authorization can be approved in DTS
as follows:

1. If the new fiscal year LOA(s) is not appearing on the document, update the accounting data.

*  From the Accounting screen (Figure 3-1), select the LOA(s) for the new fiscal year. If more
than one new fiscal year LOAs are required, allocate the expenses accordingly.
* Do not use prior year funds to fund travel in the new fiscal year.

2. Continue the routing and approval process.

3. At APPROVED, the Tickets Are Waiting (TAW) date is applied to the passenger name record
(PNR) and the CTO tickets the trip three business days prior to departure.

4. Ifthe LOAs, funding, and approval cannot be accomplished prior to departure, see Section 3.3.

3.3 Trips Departing in a New Fiscal Year: Before Funding and
Approval are Available

In certain situations, a traveler may need to depart prior to the authorization being approved. This may
occur because the formal LOA rollover and Budget module updates cannot be made in time.

The DTA should establish procedures in advance with both the TO and CTO to facilitate this situation.
The procedures used prior to implementation of DTS should be adaptable to this situation. See Chapter
5 for further clarification.

Depending on the organization’s local business rules and the CTO contract, verbal approval can be
given to travel, and the CTO tickets the trip based on instructions from the TO or other designated offi-
cial. A DTS document is then created (Section 3.1 above) and then approved as explained in Section
3.2.

3.4 “No Budget Exists” / “Insufficient Funds”

AOs cannot approve travel authorizations when the funding message indicates that “No Budget
Exists.” AOs will receive this message if during FY rollover the FDTA/BDTA did not create new
budgets.

AOs will receive an “Insufficient Funds” warning message if attempting to APPROVE a document

that has a budget but may not have had the initial amounts put in, and there is no available balance. The
BDTA must be contacted to update the affected budget.

Chapter 4: Fiscal Year Crossover Travel

This chapter provides guidance to the user/traveler and AO on creating and approving DTS authorizations
for travel crossing fiscal years when using single-year funds.

Example: A user/traveler may need to create an authorization in the current fiscal year for travel that
begins on 18 September (in current fiscal year), and ends on 6 October (new fiscal year).
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Note: This process has changed and is now a one-step process. The traveler creates the authorization for
the entire portion of the travel that crosses fiscal years. This step requires the traveler to include both the
current fiscal year LOA and the new fiscal year LOA. However, the new fiscal year LOA cannot be added
until after the FDTA/BDTA has established the new fiscal year LOA(s) and budget(s) in DTS.

Note: This does not apply to travel funded by multi-year, or no-year appropriations, when the LOA in the
authorization can be used in both the old and new years. See DTA Manual, Chapter 8.

4.1 Steps for Creating an Authorization for the Entire Travel That
Crosses Fiscal Years

1. Create the travel authorization in DTS. In the itinerary section, the travel dates should be entered
for the entire portion of the TDY. For example, the traveler indicates on the itinerary that the travel
starts 18 September and ends 6 October.

The screen shots below display an example of the itinerary for an entire trip that crosses fiscal years.

Twesrall Slarlivg Poial

eawe o RIS ALEXANDIRIA, WA Elil
_EavEL *8-%ep-08
_ocatizr 1: CENVER (DEMVER) CO
—EQWE. - rome hbb: ALEX ARIMLL W8 Bk
TOYTAD Lec: COMWVER {DCHYLR),CO
NFrivEs ——
-
Zarriers Ir Ed
Siaht: (A iee
Cun s PIR: 5J6528
B:00A%, - 18-5ep-08
Jepare: | AL~ asMPERON, L (US4
{nil=s apd)
7i32AN 18 Scp 0B
Mrrives CEH-Deawar, CO (UL
{Jemver Intl. Apt)
Cverall Ending Fent
FAME Tram: DFHWFR (OFRWVFR),C0 Faif
Ackurn Loc! REG: ALEXMARDRA , Wi
jf;"_'_h' 3 Lt Brways (L) Bbi =i
LortsHRRe Liw!yd
D: 408N, - 04-0ct-0C
Jopork: CEH Deawor, CO {LEA)

{Jamer Intl. Apt)
1:544PM, - 0o-0nc L-0E

Mrrive; | 40-Washirgtor, DT (USA
{Jullzz Aph)

Figure 4-1: Trip Summary
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2. Inthe DTS Reservation module, the user/traveler should select departure and return flights using
the actual pre-populated trip itinerary dates. Hotel and rental car reservations can also be selected
for the entire trip.

Note: GSA City Pair availability in FY 10 is dependent upon contract award and loading into the Res-
ervation System. These fares may not show up for FY'10 travel until September. If City Pair flights are
not posted to the GDS used by the commercial travel office, the traveler should not select a return
flight. If possible, wait until GSA contract fares are available. Travelers can create an amendment and
add a future return flight using the DTS Reservation Module. The traveler cannot use the Reservation
Module to add a return flight after the departure date; they must go offline to the CTO and then
manually enter the flight information in the amendment (Section 4.2) or voucher. If the return date is in
early October, the traveler could select a coach class ticket due to the non-availability of GSA fares,
which is supported in DTS under the air availability display. See Chapter 5 for further information.

3. If'the traveler has made transportation reservations outside DTS, the cost will be entered into the
Other Transportation Expense screen (Figure 4-2).

Note: DTS will automatically allocate all ticketed transportation expenses to the LOA(s) for the fiscal
year in which the expense is ticketed. (e.g. If the trip begins in FY09 and ends in FY 10, the airfare for
both the departure and return flight that was ticketed in FY09 will be allocated to the FY09 LOA).

Note: Once the air reservations have been selected, the traveler will NOT need to adjust the itinerary
dates for the new FY crossover procedures.
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%091’3“53 Travel System It1nerarwwpmses Accounting  Additional Options  Review/Sign

A New Era of Government Travel

| RETURN TO LIST

Air Rail Rental Car Lodging Other Transportation summ

Use this screen to enter Other Ticketed Transportation information. Overall Starting Point
Leave From: QUANTICO,VA Edit
DoD mandates split disbursement for transportation, lodging and rental car Leave: 18-52p-08

expenses. Click here for memorandum

Location 1: DENVER (DENVER),CO

ADD Ticket Information Leave From:  QUANTICO,VA Edit
TOYV/TAD Loc:  DEMVER (DENVER),CO

Enter or select the required data. Arrive: 18-5¢p-08
Leave: 06-0Oct-08

Please Mote: ARed Star ( * ) indicates a field is required. 5 E
Overall Ending Point

" Type: |- Seect - v| Leave From:  DENVER (DENVER),CO Ecit
| | Return Loc: QUANTICO, VA
* Description:
Eahiot Arrive: 06-0ct-08
* Ticket Mo: !Sc—eAtta:he:i Tickek 1 |
* Ticket Value: !CCC
Cost: lo.00

{If different from

tickst valus)
* Departurs Dats %,:@1-1 /2008 v|
(menns dd Syyyy):

Issue Date | v|
e dd vy
* Ticket Date e gﬁ,l
|..‘3115r2.,.,8

{mm dd vy

CBA Label:

1
CBA Account: | |» CBAAccounts

If necessary, add comments to the travel agent:

Figure 4-2: Other Transportation Expense Screen

4. The traveler adds any applicable expenses for the entire portion of the trip with the appropriate
dates or date ranges.
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5. Proceed to Expenses/Per Diem Entitlements to verify that lodging is accurate for all dates. If nec-
essary, add any other special duty conditions, actual expenses, meals provided, leave, etc.

6. The traveler adds the current fiscal year LOA (if it was not already populated by default) and also
adds the next fiscal year LOA to fund the current and new fiscal year portion of the travel.

o i Expenses allocated by FY Auto
Select the appropriate accounting code for this trip. If there are multiple
accounting codes that are required for this trip, please select all that 08 641SABRS
apply- Category Actual
LODGING & 5890.00
Start Date: 21-5ep-08 1 Find Accounting Label
M&IE : S477.75 S477.75
End Date: 11-0ct-08 _ .
MILEAGE @ 5304.52 5304.52
Accounting From DTMOTRAINING OTHER : ST e
Label:
Shared LOA: | ---Select to Add--- j 08 6415ABRS 5ub 51,959.44 51,959,444
Total: - ! -
Cross Or
LIDG\ e Mo Other Accounts Available -
- 09 6415TAN
Category Actual
Selected Accounting Code(s) S v
LODGING 2 5970.00
M&IE : $526.75 5526.75
To remove an accounting code that dees not apply to this trip, select the
remove link corresponding to the accounting label to be removed. MILEAGE : 5304.52 5304.52
Please make sure the LOA's assigned have costs allocated to it OTHER : 523.83 523.83
09 6415TAN 5ub
. e Labet | Oreartoat ViewsEdit Bt ot 51,825.10 51,825.10
- o tal:
ccounting Label rganization Acctg Code |Allocation emove
08 6415ABRS DTMOTRAINING = edit » remove .
Calculated Trip $3.784.54 ©3.784.54
09 6415TAN DTMOTRAINING | » view/edit  »edit | » remove Cost:
Multiple accounti
accounting cod
"Mlocate Exps
How to Alocate: By FY Auto >
Mlocate Expenses |
Figure 4-3: Accounting Codes Screen
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7. With the addition of the new fiscal year LOA, the traveler is prompted to either accept the FY auto
allocation method or cancel. If using a single LOA for each fiscal year, select OK to allow DTS to
automatically allocate the expenses based on the date or date ranges between the two LOAs. If
more than two LOAs are required for the document, select Cancel and the expenses will need to be
allocated by Category/Date or by the other methods of allocation.

9 ‘four ackion has made this an FY crossover krip, ¥ou mayw have previously entered one of the Following non-mileage expenses:

- Commercial Auko (any kvpe), Hokel Sales Tax, Hotel Room tax or Parking-terminal. You should now consider editing the date ranges
for these expenses, Do wou want 0TS to use FY Auto ko allocate yvour expenses based on the dates or date ranges previously
provided in wour trip? IF vou decling, vou can adjust vour expenses and initiate FY Auko in Accounting at any kme,

[ Ok ” Cancel ]

Figure 4-4: Auto Fiscal Year Pop-up

8. Before signing, the traveler should add a comment to the AO: “Traveler is expected to return on
DD MM YYYY, so travel crosses fiscal years. This authorization includes the current and the
new fiscal year itinerary and expenses.”

9. After the traveler applies their digital signature, the document routes to the CTO for booking of
transportation and lodging/rental arrangements.

10. Document then routes to the AO for approval.

11. Upon AO approval, DTS routes the PNR to the CTO for Air fare ticketing, Hotel, and Rental Car
reservations and also sends the current year obligation transactions to the Financial System. The
new fiscal year obligation transactions will be held by DTS until the financial system is ready to
receive them.

4.2 Steps for Creating an Amendment for the Portion of Travel That
Occurs in a New Fiscal Year

When the new fiscal year funding becomes available, the BDTA must load the appropriate budget
item(s) in the DTS Budget Module. This process is explained in the DTS Guide to Establishing LOA(s)
and Budget(s) for the New Fiscal Year document, which is available on the DTMO Website
(www.defensetravel.dod.mil/).

After the BDTA completes this process, AOs and travelers within the organization must be informed.
In fiscal year crossover travel situations where only the current fiscal year portion of the authorization
was created and approved (with only the current fiscal year LOA), the traveler will need to amend the
original authorization, update the itinerary to include the portion of the travel that takes place in the
new fiscal year and apply the additional LOA(s) for the new fiscal year.

Note: Trips that include SPPs should be rescheduled on the amendment and processed normally once

the amendment is approved. If the 30-day window falls during the shutdown/fund availability period
(generally late September to the middle of October) the delayed payment is processed to disbursing as
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soon as the amendment receives a Positive Acknowledgement (POSACK) stamp from the accounting
system.

4.2.1 Steps for Amending the Authorization in a New Fiscal Year

1. Create the Amendment for the Authorization. Add comments to identify the purpose of
the amendment (Figure 4-5).

Click OK to amend this travel document. You wil be prompted for signature.
Traveler Name: EPAWARVAY ERICT
Traveler 55M: MO B436
Amendment Hame: ESDENVERDEMYVEDS2608_AD1-01
Comments:
Amending to add new Fiscal wyear information.
O Cancel

Figure 4-5: Create Amendment Screen

2. As part of the amendment process, the user/traveler must change the return date in the itin-
erary of the authorization to reflect the date in the new fiscal year. Change the end date on
the trip overview page. Scroll to the bottom of the screen and select Proceed to Per Diem
Locations.
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O\ s
Booking Travel using the Defense Travel System requires that you first provide Overall Starting Point
information about your starting and ending locations (usually your hame or Leave From:  RES: QUANTICO,VA Edit

duty station) and your TOW/TAD Locations for par diem purposes. vou wil be
able to request bookings for transportation (e.g..air,rail) and lodging after
these initial steps are compiate.

Leave: 15-5ep-08

Location 1: KANSAS CITY,MO

Leave From:  RES: QUANTICO, VA Edit
Overall Starting Point Information TOY/TAD Loc:  KANSAS CITY.MO

Arrive: 15-5ep-08
Please Note: ARed Star [ * ) indicates a required fisld.

Leave: 10-Oct-08
" Salect a Location: -OR- * Enter a Starting Point: Carrier/ Eai

Fight: Midwest En.press {Y¥) 100 S
7| [res: quanmico [va Saarch | ight:

Conf/PNR: DOV MFQMLT

* Start Date(mm/dd/yyyy) |0’5""-5"33':'E E Amendment Process: 15-5ep-08

3 e, ington, BC (U
Adjust itinerary to reflect bt

expected actual return date  |;s.c.. 08
to a date in the new fiscal  [; ciey, mo s
year

l._
o
=

Overall Ending Point Information

Flease Note: ARed Star [ ° ) indicates a required feld.

Carrier/

Flight:

Conf/FNR: DCYX*MFOQMLT
7:45FM - 09-0Oct-08

" Salact a Location: -OR- " Enter an Ending Point:

=] [res: quanmico

Midwest Express (VX)) 492

* Ena Date(mm/dd/yyyy)d |10/10/2008 Depart: MCI-Kansas City, MO (USA)
fIntl. Apt)
Other Trip Information 11:00PM. - (9-0ct-08
Arrives DCA-Washington, DC (USA)
[National Apt)
Piease Note: ARed Star ( * | ingicates a required fisla, R = =
ntal Car:  Avis Rent-A-Car Edit
Trip Type: Trip Description (optional): Noat MCI Kansas City
| aa-rouTINE TOV/TAD =] [FrrLiccator: LEWIFS 2] ? International Airport
 Trip Porposes Confirmation: 47277473U55-
- Pick-Up: 15- 12:00PM
[conrerence arTenoance =) e sl
¥} Drop-Off:  09-Dct-08 7:30°M

Figure 4-6: Trip Overview/Trip Summary Screen
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3. After the overall trip dates are updated, the traveler will need to update any per diem loca-
tions on the document. Select Edit (Figure 4-7) on the location that needs to have the end
date updated. Verify that the itinerary reflects the complete trip crossing the fiscal year.

Booking Travel using the Defense Travel System requires that you first provide Overall Starting Point
infermation about your starting and ending locations (usualy your home or Leave From:  RES: QUANTICO,VA Edit
duty station) and your TOW/TAD Locations for par diem purposes. vou wil be L 15-50p-08
able to request bookings for transportation (e.g.,air,rail} and lodging after
i A i Location 1: KANSAS CITY,MO
Leave From:  RES: QUANTICO, VA Edit
Overall Starting Point Information TOY/TAD Loc:  KANSAS CITY.MO
Arrive: 15-52p-08
Flease Note: A Red Star [ * ) indicates 8 required fisid,
Leave: 10-Oct-08
" Salect a Location: -OR- * Enter a Starting Point: Carrier/ Eait
4 Midwast Express (v¥) 100  —
=] [res: quanmico Jva Search | Fight:
Conf/PNR: DY MFQMLT
Start Date(maniadsyyyy] [09/15/2008 = 15-5ep-08
bl e — = Amendment Process: ington, OC (USA
Adjust itinerary to reflect |,
Overall Ending Point Information expected actual return date  |;s.c...00
to a date in the new fiscal s City, MO (USA)
Flease Note: A Red Star [ * ) indicates a required fisld, year
"Eslact a Location: -OR- * Enter an Ending Point: ;i‘r;.ﬂ' Midwest Express (VX)) 492 Eat
light:
=] [res: quanmico VA Search Conf/PNR: | DCYX'MFQMLT
7:458H - 09-Oct-(X
End Date(mm/da/yyyyiq |10/10/2008 E Depart: MCI-Kansas City, MO (USA)
(IntLl Apt)
Other Trip Infermation 11:006M - 09-0ct-08
Arrive: DCA-Washington, DC (USA)
[National Apt)
Flease Note: A Red Star [ * ) ingicates 3 required fisid,
Rental Car: Avis Rent-A-Car Eait
“Trip Typa: Trip Description (optional): o : MCI Kansas City
rpor:
I.\A—?lou*l';s TOY/TAD j FHR Locator: LEWIF) =] e International Airport
SR Confirmation: 47277473U55-
e Pick-Up: 15-5p-08 12:00PM
[conrerence arTenoance =) i e
-'-I Drop-Off: 09-0ct-08 7:308M
—
Figure 4-7: Trip Overview/Trip Summary Screen - Edit
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Verify that the itinerary reflects the complete trip crossing the fiscal year.

Booking Travel using the Defense Travel System requires that you first provide Overall Starting Point
information about your starting and ending locations (usualy your home or Leave From:  RES: QUANTICO,VA Edit
duty station) and your TD'W/TAD Locations for per diem purpases. You wil be Laave: 5.5ep-08
abie to request bookings for transportation (e.g..afr,raf) and lodging after
these initial steps are complete. B 11 KAREAS CITY,n0
Leave From:  RES: QUANTICO,VA Edit
Overall Starting Point Information TOV/TAD Loc:  KANSAS CITY.MO
Arrive: 15-5ap-08
Flease Mote: ARed Star { '} indicates a required field.
Leave: 10-Oct-08
Select a Location: -OR- * Enter a Starting Point: Carrier! United Alrnes Ine. Edit
=] [ees: quamico 7Y Search | Fught: wa) 7277
£ Conf/BNR: HOZMB2
* Start Date(mm/dd/yyyy| |09/ 15/ 2008 T:15PM - 15-5ep-08
Depart: |AD-Washington, DC (USA)
(Dulles Apk)
Overall Ending Point Information 8:548M - 15-52p-08
Arrive: MCI-Kansas City, MO (USA)
Please Hote: ARed Star { * ) indicates a reguired field. {Ink1. Apt)
ferd i 1 Ed
* Sslact a Location: -OR- * Enter an Ending Paint: e I EC o
Fiight: (UA) 7140
=] [res: quanmico VA Search | Conf/PHR: NOZMEZ
6:004M - 10-Dct-08
(It Apt)
Other Trip Information \ Rl
Arrive: ORD-Chicaga, IL (USA)
(O'Hare Apt)
Flaass Hote: A Red Star () indicateés a réguired fisld.
Carrier/ United Afrtines Inc. Edit
*Trip Type: Trip Description [optictal): Fught: (UA) 732
| aa-roOUTINE TOV/TAD x| [Frriocator: LEWIFS =l Conf/PNR:  NOZMSZ
e B:01AM - 10-Dct-08
pESpEe Depart: ORD-Chicage, IL (USA)
| conFerence aTTenpance x| (O'Hare Apt)
104748, - 10-0ct-08
Arrive: |AD-Washington, DC (USA)
Trip Duration: (Dullss Apt)
" 12 Hours or Less " »12 - 24 Hours - With Lodging
Ending Point
12 - 24 Hours - No Lodgin, (= Mudti-Day
 >12- 24 Hours - to Locging Muki-Oay KANSAS CITY, MO Esit
Return Loc: S RES: QUANTICO, VA
Arrive: 10-0ct-08

Figure 4-8: Trip Overview/Trip Summary Screen

4. If the traveler made transportation reservations outside DTS, the costs will need to be
entered on the expenses screen under Other Transportation.
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Use this screen to enter Other Ticketed Transportation information. Overall Starting Point
Leave From: RES: QUANTICO,VA Edit
Dol mandates split disbursement for transportation, lodging and rental car Leave: 15-52p-08
expenses. Click here for memorandum
Location 1: KANSAS CITY,MO
ADD Ticket Infarmation Leave From:  RES: QUANTICO, VA Edit
TOW/TAD Loc:  KAMSAS CITY,MO
Enter or select the reguired data. Arrive: 15-5ep-08
Leave: 10-Oct-08
Flease Mote: ARed Star (*)indicates a fisld is required. Carrier/ United Afrlines Inc. Egit
Flight: (UA) 7277
Type: I Select -- j Caonf/PHR: MOZMmE2
o 7:16PM - 16-5ep-08
Description: I Depart: 1AD-Washington, DC (USA)
{Dullss Apt)
Ticket Ma: IS&& Attached Ticket 2
B:54FM - 15-5ep-08
Ticket Value: 000 Arrive: MCl-Kansas City, MO (U5SA)
{Int'l. Apt)
Cast: 0.00
{If different from Owverall Ending Point
ticket value) Leave From:  KANSAS CITY,MO Edit
Departure Date Return Loc: RES: QUANTICO, WA
(mm/dd/yyyy): Arrive: 10-0ct-08
[
(mm/dd yyyy):
CBA Label:
CBA Account:
Figure 4-9: Other Transportation Screen
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Expense Type Date Cost E/R
Use this screen to enter non-mileage expenses for your travel document.
Taxi - Termi oG/ IO < ) cht
Select an expenses type, or, if you cannot find the appropriate expense =gl anilic be/18/08 535.00  Edit

type, enter a description in the box provided. Select "Save Expense” to

save the expenses to the travel document. Hotel Sales Tax 25/1R/08 S110.00 :
Reminder: CTO Fees are a reimbursable expense to the traveler when the to Lot
transportation costs are charged to your Individual Government Travel 10/06/08 Remove
Charge Card (IBA).
Taud - Terminal 10/06/08 535.00
Leave: 18-5ep-08 Return: 08-Oct-08 Add Expense
= = 1 Gasoline-Rental /Govid®i0/06/08 560.00 | Edit
Expense Type: bl Car Remave
> UR o |
Total Expenses: 5240.00
Cost: :
3 Add or edit expenses for the new
Date fiscal year as appropriate.

10,06/ 2008

(mm/dd/yyyy) L — Examples my include hotel taxes
and return taxi ride.

Method of Reimbursement: -- Please Select -- W [

+ view gxpense details / currency calcuiator

Figure 4-10: Non-Mileage Expenses/Expenses Summary Screen
5. The traveler will update the list of expenses applicable to the new fiscal year.

6. Proceed to Expenses/Per Diem Entitlements to verify lodging is updated for all dates.
Also, if any other special duty conditions were previously made (i.e.: actual expenses,
meals provided, leave, etc.); these must be reentered because they were removed as a
result of Step 3.

7. The traveler will add LOA(s) to fund the new fiscal year portion of the travel. With the
addition of the new fiscal year LOA, the traveler is prompted to either accept the FY Auto
allocation method or decline. If using a single LOA for each fiscal year, select OK to
allow DTS to automatically allocate the expenses based on the date or date ranges between
the two LOAs. If more than two LOAs are required on a document, the expenses will need
to be allocated By Category/Date or by any of the other four methods of allocation.

The screen show below displays the automatic allocation of expenses based on the dates or
date ranges (See Figure 4-11).

DTS Release 1.7.1.12B, DTS Guide to Processing Authorizations (FY09 to FY10), Version 9.0, Updated 7/21/09 Page 1-17

This document is controlled and maintained on the www.defensetravel.dod.mil Website. Printed copies may be obsolete.
Please check revision currency on the Web prior to use.



DTS Guide to Processing Authorizations for the New Fiscal Year (FY09 to FY10)

Expenses allocated by FY Auto
Select the appropriate accounting cede for this trip. If there are multiple

accounting codes that are required for this trip, please select all that 08 6415TAN
3Py Category Mlowed Actual
COM. CARR.-| : 5360.50 5360.50
Start Date: 15-5ep-08 » Find Accounting Label
LODGING @ 51,648.00 51,648.00
End Date: 10-0ct-0
MEIE : 5771.75 5771.75
Accounting . ) M == o
Labet ---Select--- j From DTMOTRAINING MILEAGE : 527.78 527.78
OTHER : 582.31 582.31
Shared LOA: I---Ssl:—:: to Add--- j
08 6415TAM Sub
Cross Org X - _ “ 52,890.34 52,890.34
LOA: - Mo Other Accounts Availabls - otal:

09 6415TAN
Selected Accounting Code(s)

Category Alowed Actual
LODGING : 5927.00 5927.00
To remove an accounting code that doss not apply to this trip, select the i i ’
remave link corresponding to the accounting label to be remaoved. M&IE : 47775 S477.75
Please make sure the LOA's assigned have costs allocated to it. WILEAGE & 527.78 SI7.78
OTHER : 5382.69 5382.69
e IE - TRAMSPORT : 575.00 575.00
View /Edit Edit
Accounting Label  Organization 1ewEdl ! Remove

Acctg Code Allocation
09 6415TAN Zub

vedit | » remove $1,890.22 51,890.22

08 h415TAN DTMOTRAINING | = vi edit Total:

09 6415TAN DTMOTRAINING | » view/edit » edit » FEMOVE
Calculated Trip 54,780.56 54,780.56
Cost:
Multipls accounting codes on a trip reguire allocation of expenses to the
accounting codesilabels). Select how you wish to allocate. Then click
"Mlocate Expens

" to proceed with alocations.

How to AMlocate: By FY Auto j

AMlocate Expenses |

Figure 4-11: Allocate Expenses by Date/Expenses Summary Screen

8. Proceed to the Digital Signature screen to sign the document when the steps above have
been completed. After the document is signed, the normal routing process continues.
4.3 Prior Year Trips Created/Approved in the New Fiscal Year

Documents may be funded with prior FY funds. All documents that cite prior year LOAs and have the
appropriate FY in the LOA label will fund to the budget within the FY Budget module which has that
LOA with available funds.
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Chapter 5: Air Reservations and the New GSA City Pair Contract
Award

Travel arrangements can be made for the entire trip. However, GSA City Pair flights will only be available
for FY 10 after the airlines enter the GSA contract award information into their GDS and the DTS database
is updated. This typically occurs in September, and a DTS Customer Service Notification is issued when
the information is available in DTS. Travelers making flight arrangements prior to the awarding and
loading of the contract will not be able to access GSA City Pair fares. This occurs in non-DTS situations,
and local business rules used in past years should be reviewed for applicability.

Example: Departure date is 1 October or later and the FY 10 authorization is processed up to APPROVED
in September.

Travelers making flight arrangements before GSA awards the City Pair contracts or before the airlines
enter the new fare information into the computer systems will not be able to access GSA City Pair fares.
This also occurs in non-DTS situations, and local business rules used in past years should be reviewed for
applicability. The following suggestions and considerations apply to DTS users:

+ Ifthe FY10 fares are not yet available, and the traveler can wait for reservations for the return flight, as
travel is after mid-October, the travel request should be made just prior to the FY09 approval. Once
funds are available and loaded, the accounting systems start processing transactions.

» Ifthe FY10 fares are not yet available and the traveler needs reservations for travel in early October,
these could be made using the non-restricted fares reflected in DTS. The TO should consider enlisting
the CTO to monitor these trips and attempt to book on a suitable GSA fare when available.

Crossover Trip Example: Departure date is prior to 1 October and the return date is 1 October or later. The
authorization is completed through the actual trip end date. Booking flights for travel before 1 October is
accomplished normally, as current GSA City Pairs are available and entered in the document.

Travelers making flight arrangements prior to the awarding and loading of the new contract information
will not be able to access GSA City Pair fares. This occurs in non-DTS situations, and local business rules
used in past years should be reviewed for applicability.

If the new FY fares are not yet available, and the traveler can wait for reservations, the return flight could
be completed offline with the CTO when the new FY City Pairs are available.

Note: For all flights, after departure, changes cannot be made in DTS. The return flight not booked in the
original FY09 authorization cannot be added after departure in DTS. The TO should coordinate with the
CTO to confirm that return flights, when booked will not be queued back to DTS. This is a normal proce-
dure - offline reservations are not queued back to DTS.

If the new fiscal year fares are not yet available, and the traveler needs reservations for travel in early
October, these could be made using the non-restricted fares reflected in DTS. The TO should consider

enlisting the CTO to monitor these trips, and attempt to book on a suitable GSA fare when available.

If the travel arrangements on the authorization (with a departure prior to 30 September) are made after the
new fiscal year GSA City Pairs are available, normal FY Crossover selection and processing occurs.
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Chapter 6: Advances and Scheduled Partial Payments (SPPs)

Note: The new fiscal year advances will not be submitted immediately even if the AO indicates that
advances should paid immediately.

6.1 New Fiscal Year Trips

This section applies to FY 10 travel that needs to be created and routed for approved prior to the FY10
availability of funds.

6.1.1 Advances for New Fiscal Year Trips

If the trip begins early in the new fiscal year (from 1 October until a few days after the end of
the planned financial system shutdown), non-ATM advances requested through DTS are not
available. Approval for trips prior to the availability of funds and financial system processing
can be accomplished in DTS; however the financial transactions will be held by DTS until the
accounting system is ready. The advance does not reach the traveler until three or more
business days after the accounting system begins processing, this is assuming the disbursing
system is also online. Organizations should ensure that travelers requiring an advance for
departures occurring during this time frame become Government Travel Charge Card (GTCC)
holders to minimize the need for non-ATM advance.

6.1.2 SPPs for New Fiscal Year Trips

If the trip begins early in the new fiscal year (i.e.: 1 October until a few days after the end of
the planned accounting system shutdown), there should be no affect on SPPs as the first SPP is
scheduled to occur 30 days after the departure for trips longer than 45 days. Assuming the
earliest departure date is 1 October, the accounting and disbursing systems will be available,
and the document is approved by 15 October, the first SPP would reach the traveler by 30
October.

6.2 Crossover Fiscal Year Trips

This section applies to those trips that begin in FY09 and continue into FY 10.

Page 1-20

6.2.1 Advances for Crossover Fiscal Year Trips

Non-ATM advances requested through DTS are available until the accounting system
shutdown prevents the POSITIVE ACKNOWLDEGMENT (POSACK) stamp and two-day
disbursing cycle from completing prior to the shutdown. To be prudent, approvals for trips
with advances should be completed at least five business days prior to the shutdown. If the
authorization is approved, but processing is not completed, the payment will be delayed to the
traveler.

With split advance invoices between the current fiscal year LOA and the new fiscal year LOA,
the current fiscal year advance invoice will not be submitted until the current fiscal year obli-
gation receives a POSACK stamp. For trips that start late in September, the first advance may
not be sufficient to meet the traveler’s needs for the first two or three weeks in October. The
next fiscal advance invoice will not be submitted until the new fiscal year obligation receives a
POSACK stamp, which will not occur until the accounting system is ready.
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Organizations should ensure that travelers requiring an advance for departures during this time
frame become GTCC holders to minimize the need for a non-ATM advance.

6.2.2 SPPs for Fiscal Year Crossover Trips

The situation and considerations for SPPs for fiscal year crossover trips depend on the start
date and length of the trip. Generally, DTS will process all SPPs on schedule.

Depending on the approval date, the departure date, and shutdown schedule, some payments
may be delayed. Consideration should be given in certain situations to using a combination of
advance and SPPs to ensure the traveler has sufficient funds.

For trips that begin before 20 August, normal SPPs should process correctly with no effect on
the traveler. After the POSACK stamp has been placed on the obligation, the first SPP would
be due NLT than 20 September, before the end of year shutdown. The next payment would be
due NLT 20 October. This will process on or after the scheduled date after the POSACK stamp
is received and the invoice is processed in October.

Trips departing after 20 August to 20 September are prime candidates for a DTS Non-ATM
advance request along with SPPs. If the traveler’s situation allows an advance in accordance
with the Financial Management Regulations (FMR), the advance will pre-pay 80% of the
expenses incurred for up to the first 30 days. Then SPPs will be scheduled for the remainder of
the trip. The DTA needs to ensure the traveler’s profile is updated prior to creation of the
authorization to reflect Advance Authorized.

Note: With a recent change, the traveler will not be overpaid when requesting an advance and
SPP. The advance is calculated for up to the first 30 days and the last SPP is adjusted to ensure
that the total of the advance and SPPs does not exceed the reimbursable expenses reflected in
the authorization.

However, as the departure date approaches closer to 30 September, the amount if the advance
is reduced as it is calculated on the reimbursable costs through 30 September. Travelers
leaving later in September should be encouraged to obtain a GTCC, and the AO/DTA should
closely monitor the shutdown process and, as soon as possible, have the FY09 amendment
approved and processed.

Chapter 7: Local Vouchers

Local vouchers cannot be processed with two fiscal year LOAs. Separate local vouchers should be pro-
cessed.

Local vouchers in the current FY should be approved well before the financial system shutdown to ensure
processing is completed prior to the shutdown. If the financial system processing cannot be completed
prior to the shutdown, the traveler and AO must remember that the payment will not be processed until the
obligation has received the POSACK stamp after the shutdown.

Local vouchers for the new fiscal year should not be approved until funds are available and loaded in the
Budget module and the accounting and disbursing systems are available.

DTS Release 1.7.1.12B, DTS Guide to Processing Authorizations (FY09 to FY10), Version 9.0, Updated 7/21/09 Page 1-21

This document is controlled and maintained on the www.defensetravel.dod.mil Website. Printed copies may be obsolete.
Please check revision currency on the Web prior to use.



DTS Guide to Processing Authorizations for the New Fiscal Year (FY09 to FY10)

Chapter 8: No-Year and Multi-Year Funds

Some organizations use funding that allows obligation of travel expenses from multiple years to the same
LOA. Based on service/agency and accounting system guidance, users who can cite the same LOA for the
entire trip can create the initial authorization with beginning dates in FY09 and ending in FY 10 without
creating an amendment after 30 September. In addition, No-Year LOAs can be handled differently than
single year LOAs.

The entire crossover trip can be entered without using the procedure outlined in Chapter 4. The companion
document, DTS Guide to Establishing LOAs and Budgets for the New Fiscal Year (FY09 to FY10), Section
2.6, includes a discussion of this topic. The FDTA and BDTA need to decide whether to continue using the
current FY LOA labels in the new fiscal year or to custom rollover the labels (leaving the year related data
element the same). This is a local decision.

Note: DTS will no longer allow the first two digits of the displayed LOA label to be entered as anything
other than numerals. When created, the first two digits of the displayed LOA label are populated from the
LOA FY entered. The expectation is that all labels will begin with 09, 10, etc.

Chapter 9: Document Fiscal Year for Navy LOA (STARS-FL and
STARS-HCM) FY Crossover Trips Only

Only Navy LOAs processed in the STARS-FL and STARS-HCM accounting systems for fiscal year cross-
over trips must have the 10 LOA placed in the document. This is necessary so that FY 10 expenses will
have a Document FY (DFY) of “9”. All LOAs on a trip have to have the same DFY based on the departure
date. A pure FY09 trip has 09 LOAs with a DFY/BFY/EFY of “9”. A pure FY'10 trip has all LOAs with a
DFY/BFY/EFY of “10”. An FY crossover trip has an 09 LOA with a DFY of “9” and an 10 LOA with a
DFY of “9” (and a BFY & EFY of “10”).

The DTS Guide to Establishing LOAs and Budgets for the New Fiscal Year (FY00 to FY10), Section 2.6,

discusses the options for creating these crossover 09 LOAs with Budget Items. The FDTA and BDTA need
to decide on the approach to be used.
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Chapter 10: Changes to Per Diem, Travel and Transportation Allow-
ances Committee (PDTATAC), TDY Locations (CONUS), and State
Dept. Locations (OCONUS)

In conjunction with the change in the fiscal year, the governing bodies that set the per diem rates conduct a
sometimes-extensive update to existing lodging, meals, and incidental rates. These changes are loaded into
DTS when available. For trips created prior to the new rate upload, any changed rates are updated in the
DTS document the next time an amendment or voucher is created. The only situation where the changes
may not automatically be updated is if the voucher is created before the rate changes are loaded into DTS.
If this is the case, removing and re-adding the affected per diem location will allow the new rate to be
picked up.

Any issues with locations and per diem rates should be reported to the Travel Assistance Center (TAC) by
submitting a help desk ticket through the Tickets section of Travel Explorer (TraX) or by phone at 1-888-
HELP1GO (888-435-7146). The subject line of the ticket or email should start with “PER DIEM
LOCATION RATE PROBLEM”.
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